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Election Set Up

The Election Set Up chapter outlines the tasks clerks must perform to manage an election using SVRS.

Key Terms

Ballot Style: Ballot Style refers to the unique set of Contests and Candidates that will appear on a given
voter’s ballot. All voters with this exact same set of Contests and Candidates will have the same Ballot
Style in SVRS, regardless of ward. Two voters whose ballots differ by even one Contest will therefore
require different Ballot Styles.

Ballot Styles are created in SVRS at the municipal level, either by a Self-Provider or by a Provider for a
Relier.

At present, the term ‘ballot style’ as used in SVRS is different and independent of the external ballot
creation software. If your external ballot software generates a different ‘ballot style’ based on voting wards
even if they share the same unique combination of contests and candidates, your external software will
generate more ‘ballot styles’ than those generated in SVRS. SVRS does not create or print the actual
ballots.

Contest: A race for elected office or a referendum question.

Election Inheritance: Election inheritance is the concept of sharing election administration across
government units using SVRS. For example, the State is responsible for setting up the Spring Primary
and Spring Election and the Fall Primary and General Election. Then counties will ‘inherit’ the election
that the State has created to get the benefit of entry done by the State. Self-Providers and Providers on
behalf of their Reliers then ‘inherit’ the election from the County, thus benefiting from the work done at the
State and County level.

Election Owner (also known as ‘Owner Jurisdiction): The election owner is the jurisdiction that created the
election. An Election Owner will be the State (GAB), a County, or a Municipality, depending on the
highest of these levels with a contest on the ballot at the election. School District contests are set up at
the County level.

Election Setup Wizard: The Election Setup Wizard collects information about the election, whether you
are inheriting an election or creating an election from scratch.

Milestone: Milestones represent major points in the SVRS election cycle that reflect and can affect the
status of the election. See the following page for more information about election milestones.

Polling Place Assignment Plan: The Polling Place Assignment Plan (PPAP) is a reusable template that
contains information about the wards, workers and supplies used at a polling place. If you group your poll
books differently based on the type of election, you may have more than one Polling Place Assignment
Plan. For example, you may have one template you use for Spring Elections, and one for Fall Elections.

Reporting Unit: A single ward or grouping of wards that collect and report election results entered into
SVRS.

Reporting Unit Plan: Like Polling Place Assignment Plans, Reporting Unit Plans can be created and
saved to be used during Election Setup. You must incorporate a Reporting Unit Plan into your election to
be able to generate a results set and use SVRS to report canvassing numbers. .
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The full SVRS Election Cycle Checklist (see Appendix B) outlines the steps clerks must perform to manage an
election using SVRS. This page presents only those steps of the check list needed to set up an election.

SVRS Election Cycle Checklist (Election Set-Up Portion)

Milestones and Activities

Details

[ 1. Create or Inherit an Election

Counties Inherit the Election from the State;
Municipalities Inherit the Election from their County or
Counties.

[

= Assign Polling Place Assignment Plan and Reporting

[ Unit Plan.

[] 2. Check Milestone 1: Election Setup

[ 1 3. Check Milestone 2: Election Active

[] 4. Enter Detailed Election Information

[ = Add Contests

] = Add Candidates

L] 5. Check Milestone 3: Ballot Setup Finalized

Checked to signify that the clerk has accurately entered all
contests and candidates for that election.

[] 6. Generate Ballot Styles

[] 7. Check Milestone 4: Ballot Styles Finalized

e Before creating or inheriting an election, verify that
you have added Polling Place Locations and
created a Polling Place Assignment Plan.

e Before creating or inheriting an election, verify that
you have created a Reporting Unit Plan.

¢ Milestone 1 is automatically marked complete
when the user completes the Election Setup
Wizard.

e When Milestone 2 is checked, users can proceed
to enter contests and candidates for that election.

= Before entering a contest for an elected position,
you must set up a corresponding Office Type.
Clerks only need to create an Office Type for a
position once, and can reuse it from election to
election.

e Clerks may not make changes to contests and
candidates while Milestone 3 remains checked.

¢ In an inherited election, the election owner must be
the first jurisdiction to check milestone three,
followed by any inheriting jurisdictions in the
following order: State -> County -> Municipality.

e Clerks must do this step for voter names to print
on poll books.

e Clerks may not make changes to ballot styles while
this milestone remains checked.

¢ Do not make any changes to District Combos after
generating ballot styles and before Election Day.

o After Milestone 4 is checked, you may begin
generating absentee ballots and poll books.
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Create a Polling Place Assignment Plan

[~

A Polling Place Assignment Plan (PPAP) is a reusable template listing the polling place locations,
election workers, and supplies needed for a certain type of election. You can create and maintain

multiple PPAPs if different types of elections use a different number of polling places or different polling
place locations.

Prior to setting up a Polling Place Assignment Plan, you should create your Polling Place Locations and
(optionally) Election Workers in SVRS. See the Polling Places and Election Workers chapters for more
information.

1. Expand (+) the Elections node.

2. Expand (+) the Plans node.

3. Click Polling Place Assignment Plans.

4. Click the Add New Assignment Plan Quick Task to open

the Polling Place Assignment Plan — Add form.

5. Inthe Assignment Plan Description box, type a
name for the Plan.

6. Select the appropriate District Type based
on the Polling Place Assignment Chart:

Polling Place Assignment Chart

EI\&E Elections

=] ‘j; Flans
R | Foliing Plac g
~Z+y Feporting Unit Plans
Archived Elections

2006 GEMERAL ELECTION
N 2006 PARTISAN PRIMARY
Q Election \Workers

/='| Polling Place Locations

@7 Contacts

L Payment i
[]-EE Addreszing and Districts
@] Calendar
- Petitions =
| | B

x
asks

ﬁ Add Mew Assignment Plan

_D PollingPlaceAssignmentPlan - Add -
_EJ Save and Close EJ Save and MNew x Close _|J j Quick Tasks |¢-1> s

_|J et Defaults  Use Defaults

| Assignment Plan Description:

GENERAL ELECTION

Setup Polling Places Bazed on this District Type: ‘wiard

If you have: If you want this type of resulting Choose this
- . . *
Ward(s) Egll::i% o) Polling Place Assignment Poll Books District Type
In different EaI(I)'h W?rd alssigr;ed t(o a d\i/\sltiné‘:t1 . 1A|p(r)1ll SOOK fé)rbeach ward
. polling place location (e.g. War o phabetized by voter name
Each ward I;z;llellggnplace assigped to Fire Station and Ward | e  All voters in the relevant ward Ward
2 assigned to Jefferson School)
2 or more Wards assigned to the e 1 poll book for each ward
In 1 oollin same physical location. (e.g. Ward e Alphabetized by voter name
Each ward p 9 1 assigned to Fire Station, and p 'Z. yv Ward
place location Ward 2 also assigned to Fire e All voters in the relevant ward
Station)
e 1 poll book for each polling Ward then
Multiple wards In 1 polling 2 or more Wards assigned to 1 place location Consolidate
place location | polling location (Consolidated) ¢  Alphabetized by voter name Districts (Pg. 7,
(Co-mingled across wards) this chapter)
All wards In1 poIIing. . . e 1 poll boo_k fqregch
within an place location A_II V\{ards W|t.h|n an aldermar_nc aldermanic district _
aldermanic for each district vote in the same polling * Al voters within aldermanic Aldermanic
district a!de!'manlc place location district, regardless of ward,
district listed alphabetically
(]
Allwardsin | In 1 polling Reg da'd"’ilss ‘t’f the ”t“”.‘ber of :1152::;5)%?#;“ entire Municioali
municipality place location W(?I'I’inS’ alazg %sa\':i%r? in same e All voters, regardless of ward, unicipality
poing p listed alphabetically

7. Click Save and Close button.

6/28/2010
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Add Details to a Polling Place Assignment Plan

g After creating a Polling Place Assignment Plan, you must add details to tell SVRS which voting districts
that polling place serves on election day. If you do not, your poll lists will not contain any names.

You may also add details about the election workers and supplies that the polling place needs for an
election. Adding election workers and supplies is optional.

1. Expand (+) the Elections node.
2. Expand (+) the Plans node.

3. Expand (+) the Polling Place Assignment Plans
node.

4. Inthe menu tree, click on the name of the PPAP to
which you wish to add details.

5. Assign a Polling Place Location to each district on
the grid.

a. Click in the first empty box immediately below
the Polling Place Location field name.

b.  Click the drop down arrow and select the
Polling Place Location serving the district
listed on that row of the grid.

c. Repeat for each District in the grid.

8 vater
= Voter Applications
; Al tee Applications

BLOOMIMG GROVE
GEMERAL ELECTIO
; madizon schools

----- T BLOOMING GROY

T «

Ao} Weloome ta AESM =

= Electio
=3 Pla | |
=5 alling Place Azsignmenl

|ick Tasks ~

V] 2| 5 c[[#8 | Adive disdicton: [ TOWN OF BLOOMING GR.. +| |

ta group by that i
District | Polling Place Lacation = || Jequire Workers Edl

tdard 1 WENTAHY SCHOOL
wfand 2

Description

Azzign Polling Place Location
ELEMENTARY SCHOOL
PLELIC LIERARY

TOwHN HALL

@Assigning polling places to an assignment plan affects the poll books for elections using that plan. SVRS will print
one poll book for each row in your plan, containing the names of all the voters residing in the district or districts

listed in the Districts column.

If you add the same polling place to two different Districts, you will receive the following message. Click Yes

unless the duplicate assignment is a mistake.
Accenture AES AESM_UIComponents

Adding the same polling place to two or more districts listed on two or more rows will not produce a single list
containing the names of all voters in those districts. To print in a single list, all districts must be added to a single
row. To combine voters from different districts on the same poll list, follow the instructions for Consolidating
Districts into one Poll List, starting on page 7 of this chapter.

6/28/2010 -5-
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6. Assign Election Workers to Polling Place. (Optional)

. Expand (+) the District to which you wish to e oo T ST
s lection Worker | | ogation | Districts
assign poll workers. s e | Frhare HomatPos
. . E'E’:“D"W”'ka's |5“W““|j‘i‘”i°'i EllE Worked s |F‘arty Min Paing: ~ Status:
= Click the Election Workers tab. U] | e \ =l =
| BRADLEY. KATHERINE R Inciude those peaple he
I |CLARK. MICHELLE L | | e
. Clle the Recruit iC0n ’:I‘ ‘ | [ . [] Ave Awailatle toWark [ Evpressed Interest [ Warkedin An
on the toolbar to open the \ | ¥ FEL7TH Elecin e Bt e |t |
Recruit pane. E
= In the Recruit pane, click the Election Worker
tab.
= Click on the name of an Election Worker on C—
the Recruit pane data grid and click Assign. PELEHAN ST | |
_ _ g e
. Repeat thls process for all election workers at [BIoTvLE STEVEN Plemale Elccio
each poling place. Cieh s
. EVANS, KEVIN |Flection Inspestor
L] Close [x] the Recruit pane. oo Electon ncpeco
@ _ . B
Only people for whom you have added Election Worker [ smzad s al | 2

records will appear in the data grid on the Election
Worker tab of the Recruit pane. See the Election
Worker chapter of this manual for directions on how to
add these records.

7. Assign Supplies to a Polling Place. (optional)

group by that column

d. Expand (+) the District to which you wish to
add supplies.

|| Require Waorkers |

_+ || Palling Place Location

lection Workers  Supplies |D'

e. C||Ck the Supp"es tab Supply Description ﬂ Oty ﬂ Serial Mumber ﬂ
I -
. . . . . D escription |A
f.  Click in the first blank field in the Supply . ; |r:| vac. [ I
Description column. alors
Pencils
g. Click the drop down arrow and select a type | Sone 1 Dt Ee-
Of Supply I"z‘lj:sﬂegistration App.. |
Vot!ng Booths
h. Type an amount of the supply in the Qty box. |l RS ﬁ
I

i. Type a Serial Number or other identifying
information.

j- Repeat for each supply at each polling place.

k. If the supply you wish to add isn’t available in the Supply Description drop down, you may enter a
quantity in the Qty column and enter the type of supply in the Serial Number field.

@Any changes made to the details of a polling place assignment plan are saved automatically.
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Consolidating Districts into one Poll List

g Any time a polling place location is used by multiple wards that report election results as a single unit,
those districts can be consolidated within a PPAP. By doing this, the poll books you print will contain the
names of all voters in those wards, listed in alphabetical order. If you prefer to have separate poll books
for each ward sharing a polling place location, do not consolidate districts.

Election Set Up

1. Expand (+) the Elections node.
File Edit ‘“iew Tools ‘window Help
2' Expand (+) the Plans nOde' Jﬁ . “E Menu  Shortouts | 3 Quick Tasks = _ J = | _,._J | 91 | = _j_ ”ﬁm«-’ ‘ Active Jurizdiction: [
Menu » E
3. Expand (+) the Polling Place Assignment Plans 1} Weleame to AESM - O
o Voter District || Polling Place Location
nOde -5 Voter Applications Ward WD1 Town Hal
-] Absentes Applications Ward WD 2 Town Hal
. . . . =5 _‘ Eh‘acliuns Y W WO
4. Click the name of the plan in which you wish you = 8 Plans =
consolidate districts.

5. Click on the row in the data grid for one of the
Districts that you wish to consolidate.

sure you waNgto delete the Selected Polling Place(s)

6. Click the Delete Polling Place quick task. i El ==

-\ 2006 PARTISAM PRI

B
[
[
[
[-\}# 2006 GEMERAL ELEC]
G
[
[

) \‘?_":: 2006 SPRING ELECTION ”
7. SVRS will ask you to confirm your action, click Yes. || 2% Z-DDB-S-P-F”NGPH:MAHY .
x
8. Repeat Steps 5-7 for all but one of the districts you asks
wish to consolidate. ] Delete Poling Place

9. Click the Recruit @' icon on the toolbar to open
the Recruit pane.

column header here ta graup by that calumn

Election Wworker | Location Disticts

Availabia Disticts Mot Assign Search
1o & Poting Placa 4 4

|| Paling Place Lacation

10. Click the Districts tab in the Recruit pane.

11. In the data grid of the Recruit pane, click on the
district that you want to consolidate and drag it to
the District box containing the ward it will join.

@ You can also assign wards to the plan by:

. On the main data grid, click the row where

you would otherwise have dragged the [ b e et g ot 3

. . . . Description b
districts you wish to consolidate. B o ey e a7
Town of Blooming Grove - 'Ward 3

. On the Districts tab of the Recruit pane, click
the ward.

. Click Assign.
12. Repeat Step 11 until all wards are assigned to a polling place.

= Cons:, meaning “consolidated” will appear in the District box for any row on which you
have assigned multiple districts to a single polling place.

Dristrict || Palling Place Location || Require Workers |
|. Cong: WD, WD2, wh3 T o Hall

13. Close [x] the Recruit pane.

6/28/2010 -7- Creating a Polling Place Assignment Plan
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Create a Reporting Unit Plan

Following each election, municipal clerks report the results of the election to their county clerk. In order to
capture election results in SVRS, you must first tell the system how your municipality reports election
results. The first step in this process is creating a reporting unit plan.

Reporting units are the ward or combination or wards by which a municipal clerk reports their election
results to their county. Reporting units may change from election to election depending on what races are
on the ballot. Your county clerk will be able to assist you in determining your municipality’s reporting
unit(s).

In SVRS, a reporting unit plan acts much like a Polling Place Assignment Plan (PPAP) by allowing you to
create a reusable template to which you can add details about how you report election results for a
particular type of election. When you create a reporting unit plan for a particular type of election in SVRS it

should match with how you report your results to the county for the election.

1. Expand (+) the Elections node.
2. Expand (+) the Plans node.
3. Click the Reporting Unit Plans node.

4. Click the Add New Reporting Unit Plan Quick Task to
open the Reporting Units — Add window.

5. In the Reporting Unit Plan Description, type a
description for your plan. The name can be anything that
you will recognize as a plan to use for a specific type of
election.

= For example, if you report election results differently
based on whether it is a Spring or a General
election, you would want two plans, one named
Spring, and the other named General.

ERepnrtingUnits - Add -

~{at Welcome to AESH =
- Voter

[#1-z5] Voter Applications
=] Absentes Applications
EI\Q Elections

-3 Plans

¥ Archived Elections

* Madizon School Referendur
adison School Referendur
adizon School Referendur_S
= recal the milkman

oard of Directar Special Ele
006 SPRING ELECTION

006 SPRING PRIMARY

lection ‘workers

L [ AddNew Repoting Urit Flan

g Paolling Flace Locations -
1| | »

J _.:J Save and Close EJ Save and Mew x Close _H j Quick Tasks |~..‘r-\> h-” "H Sek Defaults  Use Defaulks v|

| e

Fieporting Unit Plan Description | T OF ELOOMIMG GROVE F.QLLI

Fetup Reporting Unitz Bazed on this Diztict Tepe |Ward

El

6. Inthe Setup Reporting Units Based on this District
Type list, select Ward.

7. Click Save and Close.

6/28/2010 -8-
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Add Detail to a Reporting Unit Plan

After creating a Reporting Unit Plan, you must add details about your specific reporting units. These details
list which ward or group of wards are contained in which reporting unit(s).

1. Expand (+) the Elections node.

File Edit Wiew Tools ‘Window Help

Jﬁ = J|% Menu  Shortcuts | ] Quick Tasks ~

J 5 | _J | 31 | = J ”E e | Active Jurisdiction:

A} Welcome to AESM S

3. Expand (+) the Reporting Unit Plans node. - Vater I

-5 Voter Applications

2. Expand (+) the Plans node.

. N <1 Abzentee Applications
4. Click on the name of the plan to which you 2\ Elecions

wish to add details. ‘2: Plans
g Folling Place Assignment Flans

E| Heportlng Unlt F'Ians
G GROVI

I \xf Archlved Electlons
\\ Madizon 5chool Referendumn &

5. Click in the first empty box under the column

named Reporting Unit Description and type

in the name of a specific reporting unit. Reporting Unit Diescription j
= The convention for naming a reporting Town of Blooming Grove - ward 1

unit is Municipality name — Ward # (or : i i

Wards # - #). Tawn of Blooming Grove - wWards 2 - 3

. Repeat this step for your remaining reporting units, entering each name into successive rows on
this screen.

6. Click the Recruit @ button in the toolbar to open the Recruit pane.

7. In the Recruit pane, click the Districts tab.

. . ,H B2 H | 2| D |eal | Adive urisdetion: |mwu OF BLOOWING G6R_ =| || @
8. To associate your wards with the correct | Pepagtr Deion

reporting unit:

Districts |

Avaitabia Districts Mot
Assignedio a Reparing Unit Assign

= Click on a district in the Recruit pane
data grid and drag it into the box with
the name of the Reporting Unit with
which you wish to associate that ward.

Town of Blooming Grove - 'wWard 3

= Repeat this step until all wards are :
associated with a Reporting Unit.

@ Alternatively, you can assign wards to a reporting unit by:
= On the main data grid, click the row to which you want to add districts.
= On the Districts tab of the Recruit panel, click the ward.

. Click Assign.

@ Any changes made to the details of a reporting unit plan are saved automatically.

6/28/2010 -9- Create a Reporting Unit Plan
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Setting up an Election

Ij In SVRS, you will set up an election in one of two ways: 1) By inheritance, or 2) By creating a new election.

Counties will inherit an election:
= Every election at which there is contest for a federal or state office, or a statewide referendum.
Counties will create an election ONLY:

= When there are contests for County or School District offices or referenda and no contests for
state or federal offices or referenda.

Municipalities will inherit an election:
= Every election at which there is contest for a federal or state office, or a statewide referendum.
= Every election at which there is a contest for a County or School District office or referendum.
Municipalities will create an election ONLY :

» When there are contests for municipal offices or referenda and no contests for county, state or
federal offices or referenda.

tenu
-~ faf Welcome to AESHM
-8 Voter

=| Voter Applications

To Inherit an Election

1. Click the Elections node.

2. Click the Setup Election Quick Task to open
the Election Setup Wizard.

2 Setup Election

3. Select the Select an election to work with
option button.

() Create a new election

(®) Select an election to work with

4. Inthe Select an election to work with box, Re
click the name of the election you wish to

inherit. 2006 GEMERAL ELECTION
2006 PARTISAN PRIMARY
2006 SPRING ELECTION

5. Click Next. 2006 SPRING PRIMARY

6. Inthe Select an optional Polling Place = Y
Assignment Plan box, click the name of the
assignment plan you will use for the type of Paling Place Assignment Plan
election you are inheriting_ (Counties Wi“ not Select an optional Polling Place Assignment Plan.

assign a Polling Place Assignment Plan.) ! =

Reparting Unit Plan
7. Inthe Select an optional Reporting Unit Select an aptional Reporting Urit Plan

Plan box, click the name of the plan you will hd

use for the type of election you are
inheriting. (Counties will not assign a
Reporting Unit Plan.)

8. Click Next.

9. Click Finish.

= By finishing the Election Setup wizard, you will be making this election available to work with, and will
have automatically checked Milestone #1.

6/28/2010 -10 - Create an Election
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To Create an Election

g =  Counties should not create an election when there are contests for state or federal offices or
referenda. Instead counties should inherit the election from the State. See page 10 for
instructions.

= Municipalities should not create an election when there are contests for counties, state, or
federal offices or referenda. Instead municipalities should inherit the election from the County.
See page 10 for instructions

1. To create an election clicks the Elections node on the Main Menu.

2. Click the Setup Election Quick Tasks to work within the Election Setup Wizard.

3. Click the Create a new election radio button. HEnEnEA il L= (00>]

Election Dptions
Choose whether you want to create a new election or add to one that has already been set up

4. Click Next to precede to the Election Basics
input screen.

{2 Create a new election
. . . © Select an election to work with
5. Enter the following information:
= Date: Date of election.
L. . Election Setup Wizard _ O] =
= Description: Name the election. X )
. e . Election Basics
Please start the Descrlptlon with the Erter a description, date, and other basic information.
year and describe the election type.
= Election Mode: Leave as Advanced. Election For. [ TOwN OF BLOO.. v | Date: | 10/3/2008 |
Drezcription:
- Tlme Of P0|| open: 7-00 AM |ZDDB-BLDDMING GHD-VE SPECIAL ELEETIIDN
Election Made: Time Palls Open: Time Pallz Cloze: Last Diate for Abzent. lzsue:

. Ad d - 07:00:00 Ak 5 08:00:00 P =5 hD£3J2DDB -
= Time of Poll Close: 8:00 PM [pcvenced =] | = = £l

“Water E hgibility
: Registati Effecti Vater &
- Last Date forl Absent. Issue: One day Eil'zg::lgﬁaltoer:1 HeZiCstlraetion Drate: Eﬁg?b[ilitﬁ%ate: Water Minimum Age:
after the election date. waze  v| [1oacws <] [sene -] 1

Advanced Election Details

= Registration Close Date: Set to 20

days before the election date. This will oo _ _ El
a”OW SVRS tO Create a Supp|ementa| [] Property Qwner Election [] All Mail-Ballot Election
poll list.

= Effective Registration Date: Set to 20 R < Back Hent 2 Cancel

days before the election date. This will
also allow SVRS to create the
supplemental poll list.

= Voter Age Eligibility Date: Leave
defaulted to the election date.

6. Click the Next button to proceed to the Election Detail input screen.

6/28/2010 -11 - Create an Election
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7. Inthe Election Type box, select the type of election you Election Type: (il =6t Btz Lete
wish to create — usually Special Election or Special Special Election || i
Primary. [

Fecall Election
. General E lection County
8. Inthe Highest Government Level box, select the General Election - Presiden.. Federal
highest level with a contest on the ballot for that election. September Pattisan Primary Huricipally
September Partizan Primar. —] | State
Special Election
= Contests for school district offices and referenda are at | Special Primary =]
the County level. ] A B
Polling Place Assignment Plan

9. Select the Polling Place Assignment Plan and Select an optional Polling Place Assignment Plan. ﬂ
Reporting Unit Plan if setting up at municipal ]
level. Do not select if setting up at county level. SENERAL

GEMERAL ELECTION POLLING LOCATIONS
. PRIMARY POLLING LOCATIOMS
10. Click Next. —SchoolBoad
L x| y

11. On the Participating
Jurisdictions screen:
= You may leave the

Automatically
determine... option
button selected if there Election Setup Wizard =] E3

are any contests for
elected office at that
election.

Participating Junsdictions
Select the jurisdictions that can participate in this election.

= Use the These selected
Jurisdictions button to
select a jurisdiction. For
example, if you have a
special election for a O These selected Jurisdictions
muniCipaI referendum, {0 These selected Districts
you would select this
button, and then the

{) Autormatically determine DistrictsAlurisdictions based on what contests are on
the ballots

) &l Districts Al urisdictions in the state

correct municipality.

= Use the These selected Districts button to select a district. For example, if you have a
special school district referendum, you would select this button, and then the correct
school district.

12. Click Next.

6/28/2010 -12 - Create an Election
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13. Type a name in the Short Nickname for _ ol x]

EIeCtlon bOX Finish Election
14. Click Next.
‘ou're almost finished with this election. Please enter a handy short nickname for
1 5 C“Ck Finish . referledrﬁng this election in the future. “r'ou may also enter any optional comments you
would like.
L. . . . Short Mickname: far Election
= By finishing the Election Setup wizard, | 2008 FALL ELECTION
you will be making this election available Bleatfn Bl
to work with, and will have automatically B
checked Milestone #1. a

@Note you can edit your Election Set Up
information by highlighting the election in the
Main Menu tree, and then clicking the Change
Election Setup quick task.

@ Also note, since the Registration Close Date and Effective Registration Date must be set to 20 days before the
election day when you create an election, once you print poll lists for the election you must then change the
Registration Close Date and Effective Registration Date to the actual election date. This will allow you to
enter Election Day Registrations. To change registration close and effective registration dates:

Click the Elections node.

Click on the name of the election in the data grid.

Click the Change Election Setup quick task to open the Election Setup Wizard.
In the Election Setup Wizard, click Next.

® Q © T

Change the Registration Close Date and Effective Registration Date to the date of the
election.

Click Next.
Click Next.
h. Click Finish.

o

Finally note, whenever you create an election you must publish the election on the Voter Public Access (VPA).
This will allow voters to view sample ballots for the election you created. To do this:
a. Click the Elections node.

b. Double-click on the name of the election in the data grid, to open the election.
c. On the Elections Tab under Election Status, check the Publish Election to VPA box.
d.

Click Save and Close.
|

Election Status
Election Status: |.¢\clive ~ | Election Maode: Adwance

Date Closed: Status Updated O j Created Orn: 1221142

[wl Publish Election to WP, Election 1D: F0000SE2 Last Changed On: | g o700

6/28/2010 -13 - Create an Election



statewide

Election Set Up

Check Milestone #2 - Activate the Election

You must check the second milestone - Election Active - for an election before adding any contests or

candidates to it.

Click the Elections node.

In the data grid, double-click the row containing the name of the election for which you wish to set Milestone

#2.

ot Wwelcome to AESM
- a ‘Woker

“oter Applications

Abzentes Applications

& Eloctions

Elzction wWarkers

QI Poliing Place Locations

Election Description
(32006 GENERAL ELECTION

e to group by that column

j Date Vﬂ Type

114742008

General Elaction

|| Election Status

|| Date CI. ~ |

2006 PARTISAM PRIMARY 3/12/2006 September Partizan P.. |Closed
2006 SPRIMG ELECTION 4/4/2008 Spring Election Clozed
04/05/2005 ELECTION 4/5/2005 Special Election Closed 12431742005
02/15/2005 ELECTION 2/15/2005  |Special Election Closed 12431742008

In the Election — Update window, click the Events tab.

jgﬂection - Update - 2006 FALL GENERAL ELECTION A

J Sw Save and Mew x Close v|J 2] Quick Tasks | - I%._,{" v|J Sek Defaults  Use Defaulks v| J © v|
ElecWﬂcts I D ocurnents I
Milestones
Election Milestones are pivotal events during an Election Cycle. bark off each Milestone as the event iz completed.
re to group by that column
Completed | Election Milestone Description Completed.. | Campleted..
[we] Election Setup B asic Election Setup complete; Election is scheduled 4/19/2008 State
w] F WE haz begun
] Ballot Setup Finalized All Contests are setup; Ballot Style can be generated
[ Ballot Styles Finalized Specifies that ballat styles have been created
] Foll Books Printed Pall boak printing is completed for the election
O Election Resultz Finalized |4l Election results entered and completed for the electi..
] Payments Complete All Payments entered and completed for the election.
] Election D' ay Closed Election D'ay has passed but all history not vet recorded.
(] Election Finalized All election tazks are completed; election iz clozed

4. Inthe row reading Election Active in the Election Milestone Column, select the checkbox in the
Completed column.

5. Click the Save and Close button to save the changes.

6/28/2010
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Contests

o

A contest is either a race for elected office or a referendum. Every election must have at least one contest
— otherwise, there would be no point! To manage an election in SVRS, you must tell the system which

contests there are for that election. SVRS uses the contest information you enter to determine ballot styles,
absentee eligibility, and to populate sample ballots on the Voter Public Access (VPA) website.

GAB creates contests for:
State and federal offices.
Statewide referenda.

Counties create Contests for:

Municipalities create Contests for:

Municipal offices.
Municipal referenda.

Jurisdictions may share responsibility for:

occur in multiple municipalities.

County, school district, and technical college offices.
County, school district, and technical college referenda.

Sanitary District, Lake Management District, and Multi-Jurisdictional Judge district contests that

Add a Contest for Elected Office

1. Expand (+) the Election node.

2. Expand (+) the Election to which you wish to add contests.

3. Click the Contests node.

If you inherited this election, you may see contests already
entered by other (state or county) jurisdictions in the data grid. <

Click the Add Contest Quick Task.

In the Office Position box, click
the selection for the office type to
be elected.

@ The selections in the Office Positions
box are determined by the Office
Types you have created. If you are not
seeing a selection for a particular
office, see the Districts & Offices
chapter for instructions on creating a
new Office Type.

=]

3

=3
&
¥ )

4

Elections

% Election Setup

(=-N3 2006 GEMERAL ELECTION - KH
~ N At A Glance

. a Lbzentes Ballots

<1 Absentee

Contsst Description:

»

@ Office Level
Poliing Places
Early voling Sites
Pall Book.
Payments
Petitions

FRecord Vales

—

Supplies
Ballots

el

ler here to group by that column

Office Fosition Contest Descrip.

arly Votes
awisional Ballats
idate Filngs
=

ick Tasks

¥=  Add Contest

Cuntest - Add -

J ' save and Close =] Save and Mew x Close

-

General I Candidates I

Districts | Documents I

[] For/&gainzt Referendum Owrer: |':|TY OF ALGOMA - 31200

Contest
Election: 2008 July Special j
Office Position; [Thiz Contest not based on an Office Position) -
Degcription:
Office Cont. Mo: CITY ALDERPERSONS [aL1)

CITY ALDERPERSOMS [ALZ)

CITY ALDERPERSONMS [AL3)
Contest Options —| CITY ALDERPERSONS [AL4)

CITY MaYOR (MN201)
DlFedersiofice | 2 4

[T Rurning Mate Allowed

[T narite- ng Allowed

6/28/2010
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6. Thle Description box wri1II doe;?ult t; the Office Postor: | COUNTY CLERK (C013) ~
ts)?)xectlon you made in the ice Position Do |cnuww CLERK (C013)

. If this contest is for an office with

Office Postion: | BOARD MEMBER (MADISON -
numbered seats that are elected at- oo Posifon: | [ ] E

large, enter the seat number in the Dlesaiian: | BOARD MEMBER (MADISON] - TYPE SEAT NUMBER HERE]
Description box.

o For example, numbered School District seats that every voter in the district votes for.

= [f this contest is for a Partisan Primary Oifce Posiior: | S0ARD OF DIRECTORS @ =
election, type in the name of the political 15 Fastian

= Remember your Contest Description will appear in the sample ballot available on the Voter
Public Access website. You may choose to add something like “Vote for one,” or “Vote for not
more than three,” as appropriate.

7. Inthe Ballot Position box, enter a number
corresponding to that contest’s place on the
ballot.

Ballat Position: 5000

Ballot position numbers should increase from lowest to highest for: state level offices, county level offices,
municipal offices, school district offices, special district offices, statewide referenda, countywide referenda,
municipal referenda, school district referenda, and special district referenda. The GAB has assigned a range of
ballot position numbers for each of those contest types. When you assign the ballot position for your contest, you
will pick a number from that range. (See below)

Office Contests Numbering Scheme for Ballot Referenda Numbering Scheme for Ballot Positions
Positions in SVRS: in SVRS:

State: 1000 - 4999 State: 9100 - 9199

County: 5000 - 5999 County: 9200 - 9299

Municipality: 6000 - 6999 Municipality: 9300 - 9399

School District: 7000 - 7999 School District: 9400 - 9499

Special District: 8000 - 8999 Special District: 9500 - 9599

8. Inthe Party box, select Non-Partisan.

Farly: Non-Patizan j Mo of Seats: 1

9. Inthe No of Seats box, enter the number of
seats for that contest.

= This will always be 1 unless the ballot
reads Vote for not more than X. In that
case, enter whatever X is.

10. Click Save and Close.

6/28/2010 -16 - Contests
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Add a Contest for a Referendum

1. Expand (+) the Election node.

2. Expand (+) the election to which you wish to add a contest.

3. Click the Contests node.

4. Click the Add Contest Quick Task.
5. Select the For/Against Referendum checkbox.
6. Inthe Description box, type a short description of the

referendum.
7. Leave the Party box set to Non-Partisan.
8. Leave the Official Contest No box blank.

9. Inthe Ballot Position box, enter a number
corresponding to that referendum’s place on
the ballot.

@ln statewide elections, the GAB will assign a
range of Ballot Position numbers for referenda.
Please see the note on Ballot Positions on the
previous page.

10. In the Referendum Text box, type the
complete text of the referendum.

Contest Description:
Elections Al
Election Setup

N 2006 GEMERAL ELECTION - KH

'Q;' At & Glance

7y Poling Places

£y Early Voting Sites

Poll Book

~E Payments —
g Pefitions

@ Office Level

[ =g

/B Record Votes

der here bo group by that column

Jurisdiction Lewel | Difice Position Contest Descrip.

: E=  Add Contest

™ Contest - Add -

| [ savssndtiose ] Savesndten I Closs || 3 Quick Tasks | & &2 _H SetDefaults  Uise Defauits _| |e .

—Ioi=|

Genersl | Candidstes | Disticts | Dog
¥l Forfigainet Refersncum Qe [DAKE EOUNTY 13
Cortest

S —
[ 2008 SPRING ELECTION |
|

Election:

duisdictionLevet | 7|

Office Pasition: ‘ [This Contest not based on an Office Position]

Bz | Shoud this muricipali do something by mjorty vote?
Dffice Cont. Not Ballot Positiors |6
Cortest Opfions

Pary NorvPatisan ~ | Mo of Seats:

[] Federal Dffice

[ Running Mate Allowsd [ ] wiite-Ins Allowed

Refersndum Text | Should this municipality da something by majority voted Bl

= Remeber your Referendum Description and full text will appear in the sample ballot available on

the Voter Public Access website.

= SVRS does not have spell check, so it is a good idea to enter the Referendum Text in a word

document, and cut and paste it into SVRS.
11. If you are adding a referendum that is not
Jurisdiction-wide (for a school district,
technical college district, lake
management district, or sanitary district):
= Click the Districts tab.

= Select the These Selected Districts
option button.

= Expand (+) the district type that is
having the referendum.

=  Select the district which will vote on the
referendum.

12.Click Save and Close.

General | Candidates  Districts | Documents

This contest is available to voters in any of the districts specified below:
O Automatically selected based on the Contest's Office Position

O lurisdiction-wide. Al districts in [Jurisdiction Owner Description)

@ These Selscted Districts

< =) [J Wrified School District =
)] Bameveld School District
M 5 E.cllevile School Distict
[ Cambridge School Distict
- [ Columbus Schaol District
[ Deerfield chaol Distict
- [] DeForest School District
- [ Edaerten School District
[ Evansville School Distict
[ Lodi School District
- O] Madison School District
[ Marshall Sehool Distict
- [ McFaland School Distiict
- O] Middiston-Crass Plains Sch, Dist
[ Menona Girove School Distict
[0 Mount Horeh School District
- ] Mewm Glarus School District
[ egon Sehool District
[ Penatanica School District
- O] Poynette School District
[ Fiver Valley School Distiict
[0 Sauk Prairie School District
.. Stoushton School District (=l

6/28/2010
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Search for and Update a Contest

o

If information changes or you made a mistake, you are able to revisit a contest record to make changes or

updates.
1. Expand (+) the Election node | & | [[Bs Menu Shortouis | 121 Uu\ckTaskxva F{ | 2| 5 2 |[88 v | Active duisdiction: | DANE COUNTY 13 | VH @ VH v‘
X Contest Description: Paity: Election
P:TTVE lections I [ = [2m08 seRING ELEC. ~]
2. Expand (+) the election the contest you X S ccron
) . ok @ Dtcs Level = or Qofis Postisn —
wish to change. %
& o Records Retumed: 1 [ Count Only Clar
B} Record Votes
3. Click the Contests node. oD 7 E—
- ﬁr:zf:j;mg Wsicion Level | Difice Postion | Contest Descrp.. | Official Contest.. | BallotPoskion | Pary [ Mo Of Seats | For/Against lss.
Fiings | State |JUSTICE OF TH.. UUSTICE OF TH.. | | 1 [NonPattisan | 1]
4. Contests which have been entered are
. . . Election Results
displayed in the data grid. Ll o}
5. Double-click on a record in the grid to open
a Contest record.
=1k
_d Save and Close _EJ Save and Hew x Cloze 3 Quick Tasks | <= =_._2 SetDefaults  Use Defaults (]
6. Make changes to the record. > = = >
General | Candidatesl Districlsl Documentsl
7. Click Save and Close. W e P B [STATE OF WISCONSIN -
Contest
Election: | 20028 SPRIMG ELECTION j
Remember that once you have Office Position: |JUST|CE OF THE SUPREME COURT - 2008 - 2018 ﬂ Jurizdiction Level: | State j
checked Milestone #3, you will Desipior; | JUSTICE OF THE SUPREME COLRT
be Unable tO Change éontests Office Cont. Mo: B allat Position: 1
and Candidates for that election.
You must uncheck Milestone #3, | terestOetiens
make any changes, and recheck | Pt NonFatian B NoofSeats |1
the milestone. If you are a ez iz
County /evel user’ and you need ] Bunning Mate &llowed [Ihwdiitedng Allowed
to change a contest or candidate,
every municipality in your county
must uncheck Milestone #3
before you can uncheck it at the
county level.
6/28/2010 -18 - Contests
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Candidate Filings

Before adding and approving a Candidate Filing for an election, you must have successfully set up the
contest for which the candidate is filing and have a Contact Record for the candidate that is viewable to the
jurisdiction adding that candidate. See the Contacts chapter for more information.

Add a Candidate Filing

1. Expand (+) the Elections node.

2. Expand (+) the election to which you wish to add a candidate filing.

3. Click the Candidate Filings node.

2!. Click the New Candidate Filing Quick Task to open the Candidate Filing — Add

window.

5. Click the Address Book Icon [ to
the right of the Candidate box to
open the Contact Search window.

6. Inthe Last name box of the Contact
Search window, type the candidate’s
last name.

7. In the First Name box of the Contact
Search window, type the candidate’s
first name.

8. Click Search.

9. |If the search results include the
candidate’s Contact record, double-
click on that row in the data grid.

@ You can only use the Contact Search
window to find a contact record that is
“viewable” to your Active Jurisdiction.
If the search results do not include the
candidate’s Contact record, close [x] the
Contact Search window. You will need
to create a new Contact record, or open
the Contact record in its owning
municipality and change the record to be
viewable at the county or state level.
See the Contacts chapter of this manual
for more information on creating or
editing Contact records.

10. In the Contest box, click on the
contest in which the candidate is
running.

=]

i, ————— ]

W Plans
Archived Elections

E-\3 2008 SPRING ELECTION

Elections

~N4 At Glarce
= Poling Places
- Foll Book.
~E3 Payments
& Pelitions
] Record Vates
i Supplies o
- 2] Ballots
Z] Absentes Ballots
Frovisional Ballots
ndidate Filings

¥E Conlests
<] Absentee

[ £85 Election Results
FReporting Units

Candidate:

Xi__é

MNew Candidate Filing

Contact Search

oy [=[B

Last Mame: First Mame: tdiddle Mame: Suffis Search Options
[LovEERTSON [Maom | \ =| | |ONonPeson

Diate of Birth Soc Sec Num: Party [ Include Retired Contact Records

House Ma: Street Mame:

City: State: ZIF Code:
| j | j | j M

1 Court Dy Tes
ere to group by that column
Owner v || Address = || Residential City

CITY 0OF MADIS

LAMBERTSOM, NAOKI

738 LORILLARD CT 201

TAADISOM, Wi

Candidate Detal

Candidate:

Candidate
Address;

Election:
Contest;
Party:

B allat Position:

LAMBERTSOM, MADOHMI

Ji2]

738 LORILLARD CT
2m
MADISOM, ' 53703

13253104441

v

| Barb's Movember GE

=l

| Mon-Partizan ﬂ
|3

GAB IDH

El

131319

Local Cand Ma |

6/28/2010
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11.

12.

13.

14.

15.

16.

17.

18.

You will only change the

. A CandidateFiling - Update - Filing #70038789% = ||:I|£|
Party if yOU are Settlng Up a J 5l save and Close [ saveandmew K Close o J 2 Quick Tasks |<=:» &2 v|J et Defaults  Use Defaults v| J o
Car’]\ldldategor tEhle Septer_pl?er Candidate Filing | Other | Activity | Documents |
r vemboer on.
0 0 e e . eCt 0 © Candidate Detal [ wite In? Oiwner: |STATE OF WISCOMSIM -l
Candidate Filing record St
should now save the Party Condidae  |LAWBERTSON. NaOMI ez " [NADMI LABERTSON
independently of what is it 738 LORILLARD CT o U i
listed in the Contact record. ' MADISON, wi 53703 ination Papers
gtontmatlon | j
= LLRE
The GAB ID# is used rarely, g2y e i
H roxImate; ahd:
usually only for statewide e [Battis Noveber GE - Azp" e lzi
CandldateS Cortest: |Attorne_u General ﬂ Submitted By
Party: Non-Fartisan j GABID# 191919 Ctalf . I

In the Ballot Position box, Ballct Postior, |3 LocalCandNer | Si::S?:f;;tNo-
type a number Al . Suppl. Submitted D ate:
Corresponding to the Status-Reasan: |Pendlng - Filing Peniod Dpen ﬂ Lol EE: # ﬂ

\ , . Incarpl -] Created +]  Datel =
candidate’s position on the e | o BOEETE| o 5
ballot for that contest, as Cormens: ‘ ﬂ Noti

determined by random draw. | FilingCheckiit

If you use an identifying
number for local candidates,
you may choose to enter it in

Declaration of Candidacy

“gioup by that colurmn

Changed.. +| Changed. =

O [l
the Local Cand No: field. ot e A ¥

Statement of Economic Interests

Make sure the Name on

Balllot reflects the name the candidate would like to appear on the ballot.

If you choose to track a candidate’s filing details in SVRS, you will follow the optional steps
below. You will enter data in the Filing Checklist and Nomination Papers sections of the
Candidate Filing record, and may choose to print the WI Nomination Paper Receipt, the
WI Nomination Paper Sufficiency form, or the WI Nomination Paper Verification. These

steps are detailed in the next section.

If you do not choose to track candidate
filings in SVRS, you only need to enter
those candidates who will appear on
the ballot. Make sure their Status -
Reason is Approved — Approved.

Save and Close.

Filing Detal

Statuz-Reazon: Approved - Approved j

6/28/2010

-20- Candidate Filings



Election Set Up

(Optional) Track Candidate Filings Status in SVRS

As of September 2010, the GAB will be tracking Candidate Filing Status in SVRS, including all candidates who
register, whether or not they eventually appear on the ballot. Counties and municipalities may choose to track

candidate filings here as well.

1. Inthe Status-Reason list box, the initial
value will default to Pending — Filing
Period Open.

2. The Incomplete Filing and Comments
fields may be used as appropriate.

Filing Detai

Statuz-Reason:

Incomplete
Filing:

Comments:

| Fending - Filing Period Open

Lel> fLef e

3. If you set up the Office Type to show items under the Filing Checklist, you will see items
such as Campaign Registration Statement, Declaration of Candidacy, Nomination
Papers, and Statement of Economic Interests. You will also see a Deadline date
associated with each item, and a Req? Checkbox indicating if the item is required.

Filing Checklist

Description

Campaign Registration Staterment

0 group by that column

= || Deadline
732010

EA/2010

v || Complsted = || Amended. = ||Feq? = || Changed. = || Changed..

B43/2010

lwl  |Declaration of Candidacy TA32M0 EAS2010 B/3/2010 [wl harvea E/3/2010
lwl  |Nomination Papers TA32M0 E/1/2010 [wl harvea E/3/2010
[ |Statement of Econamic Interests TAB200 ™

Please note when you set up your Filing Checklist items in the Office Type record, you must
enter the Description exactly as shown in order to make the associated reports work.

You must update the filing deadlines in the Office Type record every election cycle.

You must check the checkbox at the far left of the item to save changes. The Completed,
Changed by User, and Changed Date fields will update automatically. You can manually

update the Completed or Amended columns.

4. Under the Nomination Papers section, the number of signatures entered in the Office Type

record will appear in the Required field.

a. You will first select the Nomination Status
of Submitted.

b. Fill in the approximate number of
signatures and pages.

c. Type in the person who submitted the
petitions under Submitted By and your
own name under Staff Responsible.

d. You should not enter a Filing Receipt No.
That will be automatically generated by
SVRS based on the election and the order
in which the filing is received.

e.

Momination Pap
Momination Submitted =
Status: .

Mo, of Signature: T negoreg | 200
Approximate: 400 Yalid: ]
Approw. Pages: | 4

Submitted By: | ERIC LEARN

Staff

Fiesponsible: | DIANE LOWE

Filing Receipt Ha:

] Supplemental

e —

itted Date:

=

Created
Diate:

5A2/2010 v

Drate Lazt
Changed:

5A2/2010 |

If the candidate turns in supplemental signatures, check the Supplemental
checkbox and select a date in the Suppl Submitted Date.

6/28/2010
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5. To print the WI Nomination Paper Receipt:

a. Click the Quick Tasks button at

the top of the form and select

Send Mailing from the Quick Selected Mailing

Tasks panel' Select Mailing ‘Wl Namination Paper Receipt

- : Mailing Dpti

b. Inthe Mailings drop-down, select |Cca;igdi°£'te = = 2 plions

WI Nomination Paper Receipt. ) ’T'S";MTM —
C. lick Next. 13| Nomination F'aperHec:eipt) Sart By

C t \ [Select Sart) ﬂ Custom
d. You do not need to filter or sort this "["Seslsagt'eh: il UG

o0 elect Meszage o
mallmg' More Mailing Options
. . [[1 Schedule Mailing

e. Check the Printer Settings and

make sure that the document will (Belect Sch. v] _ Custom |

be sent to the right printer. O

P .

f. Select the Print Now button and W ElroSts 5

click OK. O Preview

Step 1 of 2 Mext
. . ﬁ O Queue for Later Printing

g. Adialog box will appear

asking “Did the mailing

print successfully?” [ &

Click Yes. There will now

be a record on the Activity
Tab of the Candidate

Filing record that the WI
Nomination Paper
Receipt was printed.

212 E WASHINGTON AVE
P.O. BOX 7884
MADISON, Wi 53707-7984
(BOB) 267-8005

Accenture.AES.AESM.UIComponents

Did the mailing print successFully?

Nomination Paper Receipt No.:

Wisconsin Government Accountability Board
Nomination Paper Receipt

2010GENEL-5

Wisconsin Government Accountability Board

Yes Candidate 1D # :

Candidate Name :
Address 1:
Address 2 :

City, State, Zip :
Phone :

Mo |

Election Date
Office :
Party :

h. A sample of the report is
shown to the right.

- 07/05/2010

Date Filed Momination Papers :
Approximate Mumber of Pages : 40

ALLISON COAKLEY
1308 MATHYS RD

Monona, W1 53716

Type : Special Election
ADAMS COUNTY CIRCUIT COURT JUDGE
Mon-Partizan

Date Filed Campaign Registration Statement © June 3rd, 2010
Date Filed Declaration of Candidacy : June 3rd, 2010

June 3rd, 2010

Approximate Mumber of Signatures : 400

Receptionist :

Agency Staff :

6/28/2010 -22-
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6. To print the WI Nomination Paper Sufficiency:

a. Click the Quick Tasks
button at the top of the
Candidate Filings form and
select Send Mailings.

b. Inthe Mailings dropdown,
select WI Nomination
Paper Sufficiency.

c. Click Next.

d. This mailing does not need
to be filtered or sorted.

e. Check the Printer Settings
and make sure that the
document will be sent to the
right printer.

f.  Select the Print Now button
and click OK.

g. Adialog box will appear
asking “Did the mailing
print successfully?”

Click Yes. There will now
be a record on the Activity
Tab of the Candidate
Filing record that the WI
Nomination Paper
Sufficiency was printed.

h. A sample of the report is
shown to the right. You
will attach this report to the
petitions and use it to track
several things, including
the number of valid
signatures. and if the
number of signatures is
insufficient.

i. Save and Close the
Candidate Filing form.
You will return to it when
the number of signatures
have been verified.

@ There is also a report available that
allows you to print the WI Nomination

Selected M ailing

Select Mailing Wl Homination Paper Sufficiency
Category: Mailing Dptions
| Candidate Filing -] Filer
Mailings |[Selected Record... ﬂ Cuztam
'/l Momination Paper Suffici.. ﬂ

Candidate Lbls

Candidate Lbls with Barcode
Wil Candidate Mailing Label

'l Candi 2.
arination Paper ipt

Meszages

|[Se|ecl Meszage] ﬂ Cusztarn |
More Mailing Options
[ Schedule Mailing

fj [Select Sch.. ﬂ Cuztan
|

([1])}

Printer Settings |

e
Steplaf2  Mest & Print Mow

O Queue for Later Printing

0K

Recalpt Mo ©
Candidate ID#:
Candiais Name ©

: OTOSZ010
2 ADAMS COUNTY CIRCUT COURT JUDGE
: Non-Partisan

Wilsconzin Govemment Accountabllity Soard
Nomination Papar Sufficiency Form

2MOGENELS

ALLISON COAXLEY

- 1308 Mathys Rd

- Momona, Wl 53716

Type : ‘Special Blaction

Date Fliad Campaign Raglsiaton Statement  Juna 3rd, 2010

Diate Flied Degiaraton of Candidacy -
Diate Flied Mominaton Papers

ApOrCHImaE Mumber of P
Approdmate Mumber of 5

Papers Recalved from

Recaptionist

Jure 3rd, 2010
June 3, 2010
AR5 | a0

Ignatures © 4

O candiaats

O wan
O other:

WECF :

Agency Staff:

Ethics -

Sufficiency Detesined by -

Mumper of Valld Signatures

I rumizer of signatures s

Insuicent, Indicatz problem Delow |

Date Candidaie Contached -
Contacted oy -
Date of Final Approval -

Paper Receipt and the WI Nomination Sigrature of Election Speciala! -
Paper Sufficiency in one document. EB-351 (Rev. 199)
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7. When the number of signatures has been verified, Nomination Papss

you will reopen the Candidate Filing record and lamnalion
. . .. atus:

change the Nomination Status to Sufficient. (In e o Sl

some cases you may choose Insufficient or

Sufficient with Supplemental).

| Suificient

Approimate: 400

Approx. Pages: | 4

8. Enter the number of verified signatures in the Valid Submited By | ERICLEARN
field. oo
Responsible: |D|-"-"-NE LOWE
i Fiing Receipt Mo [20105ENELS
9. Make sure that the candidate has met all the ling Heceipt Na: | 5 nGEMEL-5
requirements in the filing checklist before you change e Suppl, Subnitted Date: Iij

the Status Reason to Approved — Approved,

10. To print the WI Nomination Paper Verification:

a. Click the Quick Tasks button at the Select Mailing

. . Selected Mailng
top of the Candidate Filings form and Category i Nomaton Paner erficai
select Send Mailings. |Eandidate Eiig ﬂ omination Paper Verification
Maiings Mailing Options
b' In the_ Ma_lllngs dl’OdeWY?, _SeleCt wi Wl Maomination Paper Yerific.. ﬂ Filter
Nomination Paper Sufficiency. | [(Gelected Record. ~]  Custom
Cl k N Candidate Lbls Sort By
C. IC X1. Candidate Lbls with Barcode
ext W Candidate Mailing Label [Select Sort) ﬂ Cuistom
d Th T Wl Candidate Mailing Labels 2<10
. This mailing does not need to be Wi Norinaton Paper Feceip Messages
filtered or sorted. /| Norination Paper Suffici [Select Message) | w| | Custom |
Wi Momination Paper More Mailing O ptions

e. Check the Printer Settings and make = £
sure that the document will be sent to
the right printer.

Step1of 2 Mext

f. Select the Print Now button and click
OK.

g. Adialog box will appear asking “Did the mailing print
successfully?” Click Yes. There will now be a record on the
Activity Tab of the Candidate Filing record that the WI
Nomination Paper Verification was printed.

[[] Schedule Mailing

[Select Sch.. | Custam
]

Print Options
Printer Settings |

Q Freview
@ Frint Now
O Queue for Later Printing

Ok

After you have printed all three

ndidateFiling - Update - Filing #7004 7066

types Of Candldate Nomlnatlon J |5l Save and Close _.j Save and Mew x Close J j Quick Tasks |C=;> %i" -H Set Defaults  Use Defaulks -| J o9

Paper verification forms, you Candidate Filng | Other  Activity | Documents |

can go to the Activity Tab of

the Candidate Filing record BT

and verify that they were all cebly

printed. If you highlight one of
the lines in the upper grid, you

aroup by that column

= || Jurisdiction || Updated On = || Updated By || Created By ]|
WI// see more Informat,on In the » P-.-Ia\lng 2 BA2/20010 harvea harvea
. Malling 2 |6M2/200
lower gl’ld. |Maling 2 [6A12/2010 |harvea |6A2/2m10 |harvea

Detail:

<' Mailing Type

» EWI Momination Paper S ufficiency

v | Retumed On = || Response

=

6/28/2010 4.
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h. A sample of

the report is
shown to the
right. You will
sign this
document and
transmit it to
the candidate.

Make sure that
the candidate
has met all the
requirements
in the filing
checklist
before you
change the
Status
Reason to
Approved —
Approved,

Save and
Close the
Candidate
Filing form.

Wisconsin Govemiment Accountabiity Boand
Mathaniel E Fobinson, Elecions Division, Administator
212 E WASHINGTON AVE
P.0. BOX 7984
MADISOM, W1 53707-7354
[50S) 267-5008
Candddale 1D#:
ALLISON COAKLEY
1308 MATHYS RD
MONONA, W 53715

This Is to acknowledge receipt for the nomination papers of
ALLISON COAKLEY
FOR THE OFFICE OF ADAMS COUNTY CIRCUIT COURT JUDGE

‘Special Bleciion to be hedd July Sth, 2010

Paty AfSilation:  Mon-Partisan

Momination Papers flied  June 3rd, 2010
Deciaration of Candidacy fled  June 3rd, 2010
Appilcation for Public Funding flied (Mot Flied)

Slatemnent of Economic Intesestfled (Mot Fled)

Number of Valld Signatures: 362

This s number of valld sgnalures detemmined oy the Gowamment Accountaility Boam staf. This number s subject
to challange within 3 busiess days folowing the deadine for fllng nomination papers.

Vierthad By Dabe May 12th, 2010

EE-152 (Rey. 52010) Mominaton Paper Recelpt Moo 20M0GEMNEL-G

6/28/2010
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Search for and Update a Candidate Filing

You can search for and update a candidate filing. Perhaps you noticed a name misspelling and need to

correct the spelling.

1. Expand (+) the Elections node.
2. Expand (+) the current election.
3. Click the Candidate Filings node.

4. On the search pane, enter search criteria
and click Search.

5. In the data grid, double-click on the row for
the candidate record you wish to update.

6. Make changes to the Candidate Filing
record.

7. Click the Save and Close button.

@Remember that once you have checked Milestone
#3, you will be unable to change Contests and
Candidates for that election. You must uncheck
Milestone #3, make any changes, and recheck the
milestone. If you are a county level user, and you
need to change a contest or candidate, every
municipality in your county must uncheck Milestone
#3 before you can uncheck it at the county level.

Raesu

fie Edt View Toos indow Help |

| [/ Mo shorteuts | 1 Guick Tasks - vH 7| | 2= |8 4y | Acive duiscicton: [STATE OF WISCONSI - =] _H ) vH ,‘ d

%] LastName: Fist Name Fary Filig Status:
2l [Hansen [Barbara [ =T =l
Election WSER IDY
[ 2008 sPRING ELECTION =
© Offce Level: O Office Posiiers
Absentee [ H~ | =

Elestion Resuls
Reporting Units

Records Retumed: 1

[ Count Only

Search Clear

o group by that colmn

X 2006 SPRING PRIMAR'Y
& Election Waorkers

24 Poling Place Locations

& Contacts

53 Payrent

M CandidateFiling - Update - Filing #70016539
| [ saveandriose [ saveandlew 3K Close VH B Quick Tasks | <= sl _H SetDefaults  Lise Defaults v| |e

=1olx]

Canddate Filng | ther | Activity | Documents |

Candidate Detai LlWitel?  Duner STATE OF WISCONSIN -l
Candidate: [HansEN, BARBARA. JEAN e [ MemeonBalol [1ansen, BARBARA JEAN
Election | 2008 SPAING ELECTION = Punring Mate 3|

Cortest |JU5T\EE OF THE SUPREME COURT

Patty: NonPattisan ¥ | Official Cand Ne
] WSEB 1D

j Fee Details

Grant Amaunt
Grant Status j Grant Status
Code Changs Date

Petition Details

Ballat Positior:

=

Fiing Dretail

Status-Reason:

v MNom Fapers  [HaNSEN, BARBARA JEAN - JUSTICE OF THE SUPR ~ |

11/8/2007 j ggxﬁpapel Mot Submited j Pet. Status Cha: [ 11,8/2007 j
20085PREL1 Notices

| approved - Appioved

/207 v B;‘;. g:;tus

[T FlinaRecsitho
Election sl [ | Dale Wihdiawn:

Filed Or:

Fee o Petition:

6/28/2010
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Check Milestone #3 - Ballot Setup Finalized

Checking Milestone #3 for an election indicates that you have added all of your jurisdiction’s Contests and
Candidates. Once checked, you will not be able to change contests or candidates within the election
without first unchecking Milestone #3.

In an election created by the State:
= Counties cannot check Milestone #3 until the state checks it.
= Counties cannot uncheck Milestone #3 until it is unchecked by all municipalities in the county.
» Municipalities cannot check Milestone#3 until it is checked by their county or counties.
= Municipalities can uncheck Milestone #3 at any time

In an election created by a County:
= Municipalities cannot check Milestone #3 until it is checked by the county.
= The county cannot uncheck Milestone #3 until it is unchecked by all municipalities in the county.

In an election created by a municipality:
= The creating municipality can check and uncheck Milestone #3 at any time.

Click the Elections node.

In the data grid, double-click the row of the election for which you wish to check Milestone #3.

& to group by that column

= || Election Status

|| Date Cl. ~||

GEMERAL ELECTION

2006 PARTISAN PRIMARY September Partizan P.. |Closed

2006 SPRING ELECTION 4/4/2006  |Spiing Election Closed
E Bl Pl Lo 04/05/2005 ELECTION 4572005 |Special Election Closed 12/31/2005
{a Toling Mace tacatons 02/15/2005 ELECTION 2/15/2005__|Special Election Clased 12/31/2005

In the Election — Update window, click the Events tab.

In the row reading Ballot Setup Finalized in the Election Milestone Column, select the checkbox in the
Completed column.

Eledorn Events @\ctsl Documenlsl

Milestones

Election Milestones are pivotal events during an Election Cycle. Mark off each Milestone az the event iz completed.

re bo group by that column

Completed | Election Milestone Description Completed.. | Completed..

] Election Setup Bazic Election Setup complete; Election iz scheduled 9/413/2007 hanzeb
[l Election Active Election Cycle has begun 91352007 harnseb

3 v Setup Finalized All Can are setup; Ballot Style can be generated
O Ballat Styles Finalized Specifies that ballot styles have been created
O Pall Books Printed Pall book printing iz completed for the election
O Election Results Finalized  |&ll Election results entered and completed for the electi..
O Payments Complete All Papments entered and completed for the election.
| Election Day Closed Election Diay has passed but all history not pet recorded.
O Election Finalized All election tasks are completed; election is closed

5. Click Save and Close.

6/28/2010 -27 - Check Milestone #3
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Generate Ballot Styles

o

Ballot Style refers to the unique set of Contests and Candidates that will appear on a given voter’s ballot.
All voters with this exact same set of Contests and Candidates will have the same Ballot Style in SVRS.

Two voters whose ballots differ by even one Contest will therefore require different Ballot Styles.

In SVRS, ballot styles are generated at the municipal level, regardless of whether that municipality has
added any contests to the election. If a municipality does not generate ballot styles, the poll books printed
for that election will not contain the names of any voters. Municipalities cannot generate ballot styles
without first checking Milestone #3.

1.

2. Expand (+) the current election.

Expand (+) the Elections node.

Flanz

: Archived Elections
Eﬁ 2010 5PRING ELECTIOMN
------ 2 At Glance

----- ‘% Polling Places
3. Click on the Ballot Styles node. | = -~ Poll Book
------ i Payments
4. Click the Generate Ballot Styles :jﬁ% i
Quick Task to open the Generate | @ . B & aliot Styles

If the Status is not Ready” read the

Ballot Styles pane.

If Milestones #1, #2, and #3 are

------ 5 Abzentee Ballots
------ 5 Provisional Ballats
--22¢ Candidate Filings

Contests

checked, the Status will be Ready. | @ 1 Absentes

Click Generate Now.

Critical Messages and take the

appropriate steps. Usually this will
mean making sure Milestone #3 is

checked and Milestone #4 is not
checked.

6.

Within a few moments, line(s)
of ballot style descriptions will
appear in the data grid. Each
line on the grid represents a
unique combination of contests
and referenda.

Expand (+) each ballot style on
the data. Verify that:

=  You have the correct
number of ballot styles.

= Each ballot style has the
correct contests and
candidates listed.

------ #4 Reporting Units
#-%% 2010 SPRING PRIMARY

[]—---% Election Results

Quick Tazks
Hui -

Statuz:  Feady

Critical Meszages

File Edit View Tools Window Help

wts | quickTasks -+ _[| 7 || 21 [ 4 ) |[#4 4y | Active urisdiction: [ TOwN OF BLOONMING G-~ _|| @ [ _[| ]

aroup by that column

Created By

enerate Baliat Styles

a
=

G
Clear A1l Ballot Styles

Y¥ou have made a change to the grid. Would vou like ko save your changes?

Yes p[=]

<

1]

Smart Buttons

5 Record(s) istumed

@S VRS assigns a description (NP-1, NP-2, NP-3, etc.) to each ballot style. You can change this description by
typing directly in the data grid. You cannot use a description that has been used before by yourself or any other
user in the state. GAB suggests using a descriptive term followed by the HINDI number and election date, e.g.
“BLUE-0200 -110706” or “'SPVSR1-02002-040709.” Put important information (like the color or ballot information)
first, because the information at the end may be cut off on the poll list. After changing the description and clicking
on a different node, you may get the message, “You have made a change to the grid. Would you like to save
your changes?” Click Yes. The description prints on the poll book and can be helpful to the poll workers.

6/28/2010
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Check Milestone #4 - Ballot Styles Finalized

o

Checking Milestone #4 at the municipal level signifies that you have generated and double-checked your
ballot styles, and are ready to generate absentee ballots and poll books.

Counties cannot check Milestone #4 until all municipalities in the county also have it checked. Counties
should not check Milestone #4 until after an election, in order to allow municipalities greater flexibility in
changing contests, candidates and ballot styles.

:{ Absentze Applications 2005 PARTISAN PRIMARY 341

"’9 ﬁ'— = y 2006 SPRING ELECTION 4/4/2008  |Spiing Election Closed

@ econ Wolkers 04/05/2005 ELECTION 4/5/2005  |Special Election Closed 12/31/2005
: Q Palling Place Locations
e 02/15/2005 ELECTION 2/15/2005 |5 pecial Election Closed 12/31/2005

Click the Elections node.

In the data grid, double-click the row of the election for which you wish to check Milestone #4.

4ot Welcome to AESM

& to group by that column

|| Date Cl. ~||

g Water ) Description Tupe v || Election Status
| Voter Appiications SENERAL ELECTION /7/2005  |General Election Active
September Partizan P.. |Closed

In the Election — Update window, click the Events tab.

In the row reading Ballot Styles Finalized in the Election Milestone Column, select the check box in the
Completed column.

N

Electior@istricts I Documents |

Mileztones

Election Milestones are pivotal events during an Election Cycle. Mark off each Milestone az the event iz completed.

ere to group by that column

Completed | Election Milestone Description Completed.. | Completed..

[w] Election Setup Basic Election Setup complete; Election iz scheduled 941372007 hanzeb
[w] Election Active Election Cycle haz begun 9/13/2007 hanzeb
[w] Ballat Setup Finalized All Contests are setup; Ballob Style can be generated 114872007 peder

3 [w] e been created
[l Pall Books Prinked Pall book printing is completed for the elesction
[l Election Resultz Finglized |40 Election results entered and completed for the electi..
[l Papmentz Complate All Payments entered and complated for the election,
[l Election Day Clozed Election Day has pazzed but all history not yet recorded.
[l Election Finalized All election tasks are completed; election is clozed

5. Click Save and Close.
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